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SOUTHOLD PLANNING DEPARTMENT 

 

 

Applicants are STRONGLY ENCOURAGED to have a 

pre-submission conference with a member of the 

Planning Staff.  A pre-submission conference will save 

you time and money and help us review your 

application more efficiently.   
 

Subdivision Application 

Packet 

Sketch Plan 
 

 
This application is for both Standard and Conservation Subdivisions.   
 

 Checklist of Submission Requirements 

 Summary of Subdivision Process 

 Fee Schedule 

 Map Requirements  

 Sample Authorization Letters 

 Transactional Disclosure Form 

 Local Waterfront Revitalization Program (LWRP) Consistency 

Assessment Form 

 Sketch Approval Application Form  
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SOUTHOLD PLANNING BOARD 

 

 

Office Information 

 

 
Telephone:   (631) 765-1938 

 

 

Mailing Address  P.O. Box 1179 

    Southold, NY 11971 

 

 

Office Location:  Town Hall Annex 

    545375 State Route 25 

    Southold, NY 

 

 

Internet:   southoldtownny.gov 

 

 

 

 

 

 

 
 

 

 



Southold Planning Department 
 

Checklist for Sketch Plan Application 

Subdivision Application  

Checklist for Sketch Approval 
 

Applications must contain every item listed below to be considered complete, unless 

waived by the Planning Board. Refer to Southold Town Code Chapter 240 

Subdivision of Land for more information. 

 

 Cover Letter which lists the materials submitted by the applicant and/or agent 

 Subdivision Application Form – Sketch Approval 

 Authorization Letters 

o From the property owner, if the Applicant is not the owner of the land, to 

authorize the subdivision application. 

o From the Applicant, if an agent is representing the Applicant before the 

Planning Board, to authorize that agent to represent the Applicant.  

o (samples attached) 

 Property Deed(s)  

 Copies of Easements, Covenants & Restrictions, and decisions from other agencies with 

conditions restricting this property in any way. 

 Proof the parcel(s) meets the Lot Recognition standard in §280-9 Lot Recognition 

 Part I of the Environmental Assessment Form (Long Form) 

 Application Fee (Please see Fee Schedule) 

 Twelve (12) copies of the site context map as required in Town Code §240-10 E. 

 Twelve (12) copies of the field survey as required in Town Code §240-10 F. 

 Twelve (12) copies of the Existing Resources and Site Analysis Plan (ERSAP) (§240-

10 A.)  

(Conservation Subdivisions – the Planning Board may waive some, or all, of this 

requirement.) 

 Twelve (12) copies of the Yield Plan for Standard Subdivisions or five (5) copies of the 

yield calculation for Conservation Subdivisions  

 Twelve (12) copies of the Primary and Secondary Conservation Area plan (§240-10 C.) 

 Twelve (12) copies of the Sketch Plan (§240-10) 

**Please note: For complex sites, a meeting with Planning Staff after the ERSAP and 

Yield Plan are done is recommended to review the primary and secondary conservation 

area plan prior to preparing the Sketch Plan.   

 Local Waterfront Revitalization Program (LWRP) Consistency Assessment Form 

 Table showing buildable land area, calculations for yield, affordable housing and open 

space/reserved areas as applicable. 

 

 Checks should be made payable to the “Town of Southold”  

 

All maps are to be FOLDED by the APPLICANT with title block visible.  The title 

block should be in the lower right hand corner of the plat.   

 























Southold Planning Department 
 

Disclosure Form 

Applicant 

Transactional Disclosure Form 
 

The Town of Southold’s Code of Ethics prohibits conflicts of interest on the part of town officers 

and employees.  The purpose of this form is to provide information which can alert the town of 

possible conflicts of interest and allow it to take whatever action is necessary to avoid same. 
 

Your Name: ____________________________________ 

Last, First, middle initial 

unless you are applying in the name of someone else or other entity, such as a company.  If so, 

 indicate the other person’s or company’s name. 

 

Nature of Application:  (Check all that apply) 

 

Subdivision or Re-subdivision _______  Site Plan _______ 

Other (Please name other activity) ______ 

 

Do you personally (or through your company, spouse, sibling, parent or child) have a relationship with any officer or 

employee of the Town of Southold?  “Relationship includes by blood, marriage or business interest.  “Business 

interest” means a business, including a partnership, in which the town officer or employee has even a partial 

ownership of (or employment by) a corporation in which the town officer or employee owns more than 5% of the 

shares. 

 

Yes____ No____ 

 

If you answered “Yes” complete the balance of this form and date and sign where indicated. 

 

Name of the person employed by the Town of Southold  __________________________ 

Title or position of that person ___________________ 

 

Describe the relationship between yourself (the applicant) and the town officer or employee.  Either check the 

appropriate line A through D and/or describe in the space provided. 

 

The town officer or employee or his or her souse, sibling, parent or child is (check all that apply): 

 

_____ A. the owner of greater than 5% of the shares of the corporate stock of the applicant (when the 

applicant is a corporation); 

_____  B. the legal or beneficial owner of any interest in a noncorporate entity (when the applicant is not 

a corporation); 

_____  C. an officer, director, partner or employee of the applicant; or 

_____ D. the actual applicant 

 

Description of Relationship: 

_____________________________________________________________________________________________

_____________________________________________________________________________________________

________________________________________________ 

 

Submitted this ____ day of____ 20 

 

 

Signature___________________________ 

 

 

Print Name__________________________ 



SOUTHOLD PLANNING DEPARTMENT 
 

Sample authorization letters for subdivisions 

 

Sample Agent Authorization Letters for Planning 

Applications:  

 
1. I, John Smith, owner of the property identified as SCTM# 1000-100-10-10 in 

Mattituck, NY, hereby authorize Southold Consultants Inc. to act as my agent and 

handle all necessary work involved in the subdivision/site plan process with the 

Southold Planning Board. 

 

Signature: __________________ 

 

Sworn before me this ____ day of __________ 20__, ______________ 

  

   [ Notary Stamp] 

 

 

2. We, John and Jane Smith, owner of the property identified as SCTM# 1000-100-

10-10 in Mattituck, NY, hereby authorize Southold Consultants Inc. to apply for a 

subdivision on our property and hire any agents necessary to complete the work 

involved in the subdivision/site plan process with the Southold Planning Board.  

 

Signature: __________________ 

 

Sworn before me this ____ day of __________ 20__, ______________ 

  

   [ Notary Stamp] 

 

 

3. I, John Smith, President of Southold Consultants Inc., hereby authorize Jim Jones, 

Esq. to act as my agent on the property of SCTM#1000-100-10-10 in Mattituck, 

NY and handle all necessary work involved in the subdivision/site plan process 

with the Southold Planning Board.  

 

Signature: __________________ 

 

Sworn before me this 30
th

 day of August 2004, ______________ 

  

   [ Notary Stamp] 

 

 













 

Sketch Plan Application Form 

 

 

SOUTHOLD 

PLANNING 

DEPARTMENT 
 

 

Subdivision Application Form - Sketch Approval 
  

APPLICATION IS HEREBY MADE to the Town of Southold Planning Board for  

SKETCH APPROVAL for the subdivision described herein. 

 

1.  Name of Subdivision   ___________________________________ 

 

2.  Suffolk County Tax Map # ___________________________________ 

 

3.  Type of Subdivision   Standard  [  ] Conservation  [  ] 

 

4.  Hamlet    ___________________________________ 

 

5. Street Address/  ___________________________________ 

 Project Location 

 

6. Acreage of Site   ___________________________________ 

 

7. Proposed Yield  ___________________________________ 

 

8. Number of Lots Proposed ___________________________________ 

 

9. Zoning District  ___________________________________ 

 

10. Date of Submission  ___________________________________ 

 

 

11. Please provide the names, addresses and phone numbers for the following 

people: 

 

Applicant:  ________________________________ 

   ________________________________ 

   ________________________________ 

   ________________________________ 

     

  

Agent:   ________________________________ 

   ________________________________ 

   ________________________________ 
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   ________________________________ 

 

Property Owner(s): ________________________________ 

   ________________________________ 

   ________________________________ 

   ________________________________ 

 

Surveyor:  ________________________________ 

   ________________________________ 

   ________________________________ 

   ________________________________ 

 

Engineer:  ________________________________ 

   ________________________________ 

   ________________________________ 

   ________________________________ 

 

Attorney:  ________________________________ 

   ________________________________ 

   ________________________________ 

   ________________________________ 

 

12.  Has an application for subdivision ever been filed for this property?  If so, please 

indicate when and whether or not approval was granted by the Planning Board. 

________________________________________________________________________

________________________________________________________________________ 

 

13.  Has a pre-submission conference been held with the Planning Board?  If so, provide 

date.____________________________________________________________________ 

 

14.  Does the parcel(s) meet the Lot Recognition standard in Town Code §280-9 Lot 

Recognition?  Yes____.  No______.  If “yes”, explain how. 

____________________________________________________________________ 

 

15.  Has the owner/applicant met with Land Preservation? If so, provide 

date.____________________________________________________________________ 

       

16.  Is any part of the property in agricultural use?  If so, how many acres?__________ 

 

17.  Is there an existing or proposed sale of development rights on the property? _____ 

 

18.  Does the owner own any adjacent properties?  If so, please indicate the properties by 

SCTM#._________________________________________________________________

________________________________________________________________________ 

 

19.  Are there any building permits currently pending on this property?  If yes, please 

provide permit number(s). 
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________________________________________________________________________

________________________________________________________________________ 

  

20. The site will be serviced by the following special districts or utility companies: 

 

 Fire District   _____________________________ 

 Post Office  _____________________________ 

 School District _____________________________ 

 Water   _____________________________ 

  

21.  Has the relevant Electric Utility Company been notified of the proposed subdivision?  

If so, please provide proof that service will be 

provided._____________________________________ 

 

  

22.  Please indicate the type of open space proposed and how it will be managed? 

________________________________________________________________________ 

 

  

23.  Are there any existing structures on the property?  If so, please indicate the type of 

structure and its use(s).  Will these structures remain, be removed or altered?   

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

 

24.  Based on the parcel yield and the affordable housing requirement of the Town Code, 

how many Moderate Income Family Dwelling Units are proposed?  If the number that 

will be built is less than 20% of the yield, please indicate how you intend on satisfying 

the requirement (see Town Code §240-10 B (2)(c) for options). 

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

 

 

25. Application completed by  [ ] owner [ ] agent [  ] other  

 

 

Signature of Preparer_______________________________ Date______________ 
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